
 Submit Plan for Approval 
ROLE: MANAGER 

Last Updated: June 26, 2015 Learning and Development Center Page 1 of 3 

Purpose 

This job aid is to guide managers through the step-by-step of how to submit a plan for approval.  

Process Flow 

 

Procedure  

1. Log into the Talent 
Management System (TMS) 

 

 

 From any brower, type in https://talent.houstontx.gov. 

 

 The Talent Management System log in screen displays. Type in your 
Username and Password then click Sign In.  

 

 The homepage displays. 

2. Navigate to My Team  

 

 Click the My Team icon in the top main header. The Team Dashboard 
page displays.  

 

 In the left navigation pane, click Plans. The Plans page displays. 
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3. View Team Member’s Plan 

 

 In the Direct Team Plans, under the Draft column, click on the number 1 
link next to the desired employee. 

 

 Under the Plan Name column, click the Plan Name that is in Draft status 
to view the plan details. 

 

4. Printer Friendly View  The Plan Details page displays. Click the Printer Friendly View button, so 
you can view the detailed plan. 

 

 The Printer Friendly View of Plan window appears. You can choose to 
print out the plan or view it on the screen. After you carefully review it, 
click the Close button.  
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5. Submit the Plan for Approval 

 

 Click the Submit button, the plan will be routed to the Reviewing 
Authority (your manager) for approval.   

 

 The ESignature page displays. Type in a Reason for submitting the plan.  
Enter your Username and Password then click the Save button. 

 

 The confirmation dialog box displays. Click the OK button. 

 

 The confirmation message displays at the top. This confirms that the plan 
has been sent to the Reviewing Authority for approval.  
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